Text book Assi gnnent:

“The Naval Library System”

“Regul ation of
6-40.

ASSI GVENT 3

chapter 5, pages 5-9 through 5-19, and
Rel i gi ous Programming,” chapter 6, pages 6-1 through

I N ANSVERI NG QUESTIONS 3-1 THROUGH 3-4,

SELECT FROM THE FOLLOW NG LI ST THE DEWEY
DECI MAL CLASSI FI CATI ON THAT MATCHES THE
SUBJECT TITLE USED AS THE QUESTI ON.

3-1.

3-3.

3-4.

A 100
B. 300
C. 500
D. 800
Chem stry
1. A

2. B

3. C

4. D

Phi | osophy.
1. A

2. B

3. C

4. D

Pl ays

1. A

2. B

3. C

4. D

Per sonnel
1. A

2. B

3. C

4. D

managenent .
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I N ANSWERI NG QUESTIONS 3-5 THROUGH 3-8,
SELECT FROM THE FOLLOW NG LI ST THE SPI NE
LABEL THAT SHOULD BE USED FCR THE TYPE OF
FI CTI ON BOOK DESCRIBED IN THE QUESTI ON.

3-5.

3-6.

3-7.

3-8.

3-9.

A F

B. M

C. SF

D W
ad West
1 A

2. B

3. C

4 D

Det ective stories.

AwNPR
o0 w>»

Alien worl ds.

1. A
2 B
3. C
4 D
Romance
1. A
2. B
3. C
4. D

On a fiction book, what information
shoul d be included on the spine

| abel along with the fiction
classification synbol?

1. Dewey decinal classification

. Shel f nunber

3. First three letters of the
aut hor’ s nane

4, Author’'s initials



3-10.

3-11.

3-12.

3-13.

3-14.

3-15.

Which of the following nmethods is
used for protecting books?

1.  Lam nation

2. Plastic book jacket

3. Arrangenent

4. Environnental contro

A total of how many catal og cards
shoul d acconpany each fiction book?

1. Five

2. Tvwo

3. Three

4, Four

What additional information nust be

typed on nonfiction subject catal og

cards?

1. Author

2. Cassification

3. Date received

4.  Subj ect heading

What is the purpose of a library's

shel flist?

1. To assist patrons
2. To control the |oan of books
3. To keep an official record of

the library s holdings
4. To aid in shelving books

Whi ch of the following itens nust
be included in a library audio tape

i nventory | og?

1. Date of receipt

2. Length of recording

3. Cost

4. Nunber of tines |oaned

The book card prepared for an audio
tape shoul d include which of the

following itens?

1. Cost

2. Tape nunber

3. Cassification code
4.  Length of recording
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3-16.

3-17.

3-18.

3-19.

3-20.

3-21.

What publication gives details on
plans for libraries of newy
constructed ships?

1. NAVEDTRA 38021

2. NAVSEA 0933-LP-005-5050
3. OPNAVINST 9640.1

4. SECNAVI NST 9650. 2

What publication outlines

procedures for ordering forms used

in the naval general library
systenf

1. NAVSO P-3520

2. NAVSUP 5070.1

3. GSA Cat al og

4. NPFC Pub 2002

When nore than one file cabinet is
used in a religious music library,
how should the cabinets be

identified, marked, or |abeled?
1. By Roman nunerals

2. By occasion or event

3. Al phabetically

4, By faith group

How should the drawers of each

cabinet in a religious nusic
library be identified, marked, or
| abel ed?

1. By title

2. By Roman nunerals

3. By Arabic nunerals

4. By occasion

As an RP, you will perform nost of
your duties and tasks and have the
greatest responsibilities in which
of the follow ng areas?

1. Conbatant training

2. Delivering sernons

3. Religious programm ng

4,  Pastoral counseling

Wi ch of the following factors

primarily governs how you shoul d

arrange your desk?

1.  Location

2. Type of work you do
3. Ofice routine

4. Rank



3-22.

3-23.

3-24.

3-25.

3-26.

3-27.

The best office arrangenent is the 3-28.
one that nost effectively
sinmplifies the work.
1. True
2.  False
Toxic fluids should be properly
stored in which of the follow ng
ways? 3-29.
1. On shelves by thensel ves
2. In filing cabinets
3. In lockers for general use
4.  In hazardous gear |ockers
Which of the follow ng nethods
shoul d you NOT use to service 3-30.
of fice equipnent?
1. Service the equipment yourself
2. Have the equipnent serviced
according to the service
contract with the manufacturer
3. Have the equipnment serviced by
Navy trained personnel
4.  Have the equipnent serviced
according to the service 3-31.
contract with an individual
servi ceperson
Gestures nmke up what percentage of
a nmessage transmitted in spoken
words directly between two persons?
1. 20%
2. 30%
3. 45% 3-32.
4. 55%
What tool permits chaplains to
provide mnistry out of the office
and avoids having several people
wait while others are being seen?
1. Wil k-in counseling
2. Appointment counseling
3. Goup counseling
4. Deck plate ministry 3-33.

Where should a chaplain’'s
appoi nt nrent schedul e be recorded?

Secretary’s cal endar
Appoi nt ment desk

Chapl ain" s desk cal endar
RP's cal endar

B~ w e
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O the follow ng individuals, which
should maintain the RVF activity
cal endar ?

The secretary and the senior RP
All RPs assigned to the RWF

Al RPs and chapl ai ns

Only one RWF staff menber

~wo e

Two RMF activity cal endars shoul d
be nmintained, one for chape

activities and one for nonchapel
activities.

1. True

2. False

At what regular interval should a

copy of the RWF activity cal endar
be provided to the commandi ng
of ficer?

1. Weekly

2.  Biweekly
3. Mnthly
4, Quarterly

A communication is confidential if
made to an RP in which of the
follow ng situations?

1. Acting in official capacity
2. Of-duty status
3. Acting as a lay reader
4, Acting as the |eading petty
of ficer
Which of the followi ng publications

covers the subject
conmuni cati ons?

of privileged

SECNAVI NST 1730.7

OPNAVI NST 1730.1

United States Code

Manual for Courts-Martia
Mlitary Rules of Evidence
(MRE) 503

&~ e

DELETED



3-34. Procedures for safeguarding 3- 39.

classified information are set
forth in what directive?

SECNAVI NST 5215.1
SECNAVI NST 5216.1
OPNAVI NST 5510.1

e

3-35. Which of the following types of
classified material may be stored
in the office of the chaplain?

1. Confidential

2. For Oficial Use Only 3-41.
3.  Secret

4. Top Secret

3-36.  Wiich of the following items is NOT
considered to be conputer hardware?

Moni t or
dBase
Keyboar d

F(}Ol\)l—‘

3-37. What word processing function would
you use to add or delete words?

3-43.
1.  Block
2. Move
3. Print
4, Edit
3-38. Spread sheets are made up of a
table of rows and columms of
nunbers.
1. True 3-44
2. Fal se

I N ANSVERI NG QUESTI ONS 3-39 THROUGH 3-42,
SELECT FROM THE FOLLOW NG LI ST THE
COVWPUTER PROGRAM THAT WOULD BE MOST
EFFECTI VE FOR I TS | NTENDED USE I N THE RMF
AS | NDI CATED I N THE QUESTI ON.

Spread sheet

Deskt op publi shing
Data base managenent
Di sk operating system

o0 ®m>
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OPNAVI NST 5512.1 3-40.

Printer 3-42.

Produci ng newsl etters.

AWwN PR
oO0Ow >

Mai nt ai ni ng ROFs.

A wN PR
0O w>

Mani pul ati ng dat a.

AWN R
o0 wW>

Storing prograns.

AwNPR
o0 w>»

Many probl ens brought to the
chaplain are often the result of
human failure in what inportant
area?

1. Wrk

2. Communi cati on

3. Job skills

4. Religious orientation

In oral conmunication if you feel
that a nessage you are trying to
send is not being understood, what
action should you take first?

1. Repeat the nessage
Di sregard the response and keep
speaki ng

3. Listen briefly then resune
speaki ng

4. Stop speaking and get help from
anot her person



3-45.

3-46.

3-47.

3-48.

3-49.

3-50.

What form should you use to record 3-51.

a nessage for soneone el se when
receiving oral communication by

phone?
1. OPNAV 5216/ 144A
2. OPNAV 5216/ 145
3. SF 63
4, SF 78
Which of the follow ng directives 3-52.
will give you guidance in witing
quality correspondence?
1. OPNAVI NST 5216.5
2. OPNAVI NST 5215.1
3. SECNAVI NST 5215.5
4. SECNAVI NST 5215.1
3-53.
Which of the follow ng publications
contains detailed procedures for
drafting and typing naval nessages?
1. SECNAVI NST 5215.1
2. SECNAVI NST 1730. 7
3. JANAP 133
4, NTP3
In which of the follow ng
publications will you find the
correct nessage address for 3-54.
Conmander, Naval Air Force, U.S.
Atlantic Fleet?
1.  JANAP 133
2. USN PLAD 1
3. SECNAVI NST 5216.5
4. NCTC 3
3- 55.
The procurenment, organization,
repair, and replacenent of material
and personnel are known by what
ternf
1.  Personnel nmanagenent
2. Supply
3. Administration 3-56.
4.  Logistics

In the field, where should
eccl esi astical equipnent and
supplies be stored?

Vestry

Mbunt out box
Eccl esi astical gear
Storage tent

| ocker

i A o
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If you elect to have linens

| aundered by a commercial cleaner,
from what fund would the cleaner be
pai d?

1. &M

2. Petty cash

3. Qut-of —pocket
4. ROF

How shoul d vestnents used in the
RVF be cl eaned?

Hand washed

Machi ne washed
Conmercially |aundered
Dry cleaned

PR

How woul d you renove hard, dried
wax from candl esticks and candl e
fol |l oners?

1. Reheat the wax with another
candl e

2. Run hot water over the itemto
nelt the wax

3. Renopve the wax with steel wool

4, Renove the wax with a plastic
scratch pad

To remobve wax fromitens that are
dry cleaned, pour boiling water
through the spotted area of the
cl ot h.

1. True
2. Fal se

How woul d you wash i ndivi dual
conmuni on cups?

gl ass

In an electric dishwasher

Just rinse with cold water

Hand wash wi th warm soapy water
Hand wash with cold soapy water

What should be your main concern
before considering a location for
divine worship in a conbat
situation?

Al'tar location
Sui tabl e space
Tinme required
Chaplain’s safety

B~ W



3-57.

3-58.

3-59.

3-60.

3-61.

3-62.

Which of the following is NOT
considered to be ecclesiastica
equi pnent for use in conbat?

1. Paschal candle

2. Jewish chaplain’s conbat kit

3. Lee alumnum altar

4. Protestant chaplain’'s conbat
ki t

What total nunber of days of

supplies should a mountout box
cont ai n?

1. 15 days

2. 30 days

3. 45 days

4. 60 days

| nprest fund purchases nay not
exceed what dollar anount?

1. $25

2. $50

3. $75

4. $100

Wien inprest funds are used to pay
a conmercial supplier, who should
carry the funds and all the forns

to the supplier?

1. Any RP
2. The senior RP only
3.  The person who picked up the

money
4, Contract office personnel
I[tems that require inventory
control are defined by what ternf
1. Plant property
2. Controlled equipage
3. Mnor property
4.  Special material

What period of tine before an

i nventory should you place a notice
in the POD to advise personnel that

services may be reduced?

1 1 week
2 2 weeks
3. 30 days
4. 45 days

3-63.

3-64.

3-65.

3-66.

3-67.

3-68.
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stock itens
lives be stored?

Where shoul d your
havi ng ol der shel f

1. On the bottom or back of the

shel ves

2. In no particular order on the
shel ves

3. On the top or up front on the
shel ves

4. On the shelves where items to
be surveyed are stored

A survey board consists of a total
of how many persons?

Five
Two
Thr ee
Four

What officer nornmally approves a
conpl eted survey report?

Conmmand chapl ai n
Supply officer
Survey officer
Commandi ng of ficer

BN

In comands within the United
States, what officer has the
authority to purchase itens that
are not available nor provided for
by the supply systenf

Commandi ng of ficer
Command chapl ai n
Executive officer
Supply officer

DwWw N

What publication outlines
procedures for ordering material
from the Navy supply systenf

1. NAVSUP 4490

2. M LSTRI P

3. GSA Catal og

4., DLA Catal og

Which of the followi ng forns would

be used to nmke purchases
chargeable to your ship's OPTAR?

DD 1155
DD 1348
NAVSUP Form 1154
NAVSUP Form 1314

o e



3-69.

Wi ch of the follow ng nethods
provides a way to nake small
purchases by setting up a charge

account

e

with a supplier?
| nprest fund
Open purchase
Bl anket purchase agreenent

Service contract
per sonnel

wi th non- Navy
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3-70.

Which of the following forms would
you use to purchase itenms from a

SERVMART?
1. SF 63
2. DD 1155
3. DD 1155r
4. DD 1348






